@SD

OPERATIONAL SERVIC SERVICES DIVISION

Job Aid:
Create a Quote in COMMBUYS

This Job Aid shows how to:
e Create a quote in response to a bid in COMMBUYS

Of Special Note:

It is the vendor’s responsibility to read the bid and any attachments (including the Request for Response) in its entirety
prior to creating and submitting a quote.

OSD recommends you create a bid specific folder that is easily accessible with any completed documents or forms that
must accompany the quote. Be sure to follow any file upload instructions provided by the buyer (e.g. naming convention,
file description, or file size).

Only users with Seller privileges can create a quote in COMMBUYS. These instructions assume the logged in user has
Seller credentials.

Screenshot Directions

COMMBUYS [ o | (IR Step 1: Launching COMMBUYS

Welcome to COMMBUYS 1. Enter the uniform resource locator
(URL) address for COMMBUYS
"f‘ ' T (https://www.commbuys.com) or
== (commbuys.com) in your browser.

COMMBUYS & the ey off
Departrrmnits. COMME

—— . 2. Once the COMMBUYS landing page
& displays click on the Sign In button.

lnhmmmﬂmtmxmm ) " hOV ER“‘

3. Enter your Login ID and Password
and sign in to COMMBUYS.

UNSPES Leoki\ip Yool for Buyers and Venders,

Attention Vendors: 54 Newly posted bids - Week of 4/11

CTT——S Cere—
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OPERATIONAL SERVICES DIVISION
Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

QDMMBUYS 808 Step 2: Accessing Bids

1. From the Homepage click on the Bids
tab to view bids that have been sent to
your company.

Home - Welcome Back | Doe

Newaf!  Verss: Corwesesseew) | MdwiIL "o Comtewt]l  bumaswdl  Veuty Pwricroe

Na News Availabile

Copyrye © 2006 Perncge Hangs, we. - M gt Risened

Pty ABC Companty, LLC Septeavaar 11 AN18 438 3 PN 000

Home - Welcomes Back ) Dos

Step 3: Opening Bids

[ e e || DWIZMED 00K et St Vv P

1. Click on the hyperlinked Bid # to open
and review a bid in the Bids/Bid
Amendments (Un-Acknowledged),
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Bids / Wi Amandments (UnA¢ " Enrollment Bids sections.
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T Mae e . e e w phodn
Openofeng Erosiment fids
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. ‘ ‘ Step 4: Acknowledging Receipt of Bids
Acknowledge Receipt and View Solicitation

1. Click the Yes button to acknowledge
Bid # BD-17-1080-05007.05D07-8455 and access the bid.
Bid Description  Print, Copy & Mad Services, and Printed Promotional Products

Note: In this acknowledgement you agree to

receive any future correspondence regarding
Click Yes to acknowledge the download of the bid. When you acknowledge a bid, you may

recelve any future correspondence regarding this document. If you do not want to this bid.
acknowledge ciick No, and the bid will be displayed. Do you want to continue?

If you select No you may still view the bid but
will not receive any notifications regarding

updates or amendments.
Yes No

Copynignt © 2016 Penscops Holdings, Inc. - All Rights Reserved
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Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

Bid Solicitation: BD-17-1080-05D07-05007-8455 Step 5: Reviewing Bids
1. Review the following information
Meader information displayed on the bid’s Summary tab:
Bid Number: 00171080 0392 0900 Description: Fren Coty A Wi e Bid Opening Date: e
< e e Bid Number: COMMBUYS-generated
Prchai; Fontms Orgustision: T document number.
Department: ORORY RO TMS  Location: N0 Gl vt e Description: the information displayed in
alond ' e e this section varies by the buyer. It could
Motos be the agency’s internal bid number, a
Info Contact: Bid Type: Intoemal Bid Flag: . brief description of the bid, or keywords
B v i Y T ‘ that describe the goods or services being
| Pre Bid Conference: procured_
bt e e Bid Opening Date: date the bid is
Suptspddresss | CmTe Wi.to Address: hamn e PrintFormac:  Wum opened for evaluation. This is also the
e, 0w e N 1 date the bid closes to quote submission
i - by vendors.
m ) e Purchaser: contact person and/or the
I Eeeist i vt PO creator of the bid.
— ST e Organization, Department, Location:
$899 (Smail Busimess agency information.
— e Type Code: will either be SW (for
Item information Statewide bids) or NS (for Non-
Statewide/Departmental bids).
Reme 1 (212 - 15) priseng sevices e Allow Electronic Quote: should always
witsctn: mul be Yes. This allows vendors to submit
their quote response through
: ‘ COMMBUYS.
s e Required Date: date agency requires
Weo Pockage the goods or services being procured.
Follow up with bid contact.
D)) ORI | TO | e Available Date: date bid was posted on

COMMBUYS.

Info Contact: contact person for the bid.
Bid Type: will either be Open (any
vendor can respond) or Closed (only
selected vendors can respond).

e Informal Bid Flag: will either be Yes
(buyer can see quotes before the Bid
Opening Date) or No (buyer cannot see
quotes before the Bid Opening Date).

e Purchase Method: will either be Open
Market (one time bid) or Blanket
(contract).

Pre-Bid Conference Details

Ship-to and Bill-to Addresses

File Attachments: bid forms and
documents uploaded by the agency. Be
sure to read all attachments and
complete/submit forms/documents as
instructed.

e |tem Information: item description,
UNSPSC code, and other criteria
entered by the buyer.
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OPERATIONAL SERVICES DIVISION
Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

tem information Step 6: Creating Quotes

1. Click the Create Quote button at the
ksvac0d Bt} bottom of the Bid Summary page to
sy open the New Quote page.

o U Cae oM 1idsd Dhanimes Ao Ton hw Tor bvwe Totw Come

Mo o 1 [ 5292 - 15) Printng Services

L el ore e

M Pectagry

it n ok o
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Job Aid:
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Screenshot Directions

New Quote

.........

Dete Lo Lipelrnsl

hoe B0 TT 108 08T ONDO T A4VY

e A Lortras

Step 7: Entering General Quote Information
Bach wo b 1.

The General Tab is populated with
some information from the bid. All
fields on this page are options with the
exception of the Description. Fields
available to update include:

Description: Defaults to the
description of the bid. This can be
edited.

Delivery Days: Days to deliver goods
or services upon successful awarding
of bid/purchase order.

Discount Percent: If entered, will
automatically be applied to all items on
guote. This can be done on an item by
item basis on the item tab.

Is “No Bid”: Checkmark to formally
declare that you will not be submitting
a quote for this bid.

Alternate Bid: Checkmark to formally
flag a quote as an alternate bid if this is
the second quote for the vendor (if
allowed by the buyer).

Shipping Terms: Defaults from the
vendor profile.

Freight Term: Defaults from the
vendor profile.

Ship Via Terms: Defaults from the
vendor profile.

Payment Terms: Defaults from the
vendor profile.

Promised Date: Date to deliver items
to the buyer.

Info Contact: Contact information for
guestions regarding quote. This field is
limited to 400 characters.

Comments: Field to enter in notes to
the buyer. This field is limited to 400
characters.

Click the Save & Continue button to
save your updates and generate a
Quote Number.

JA_Vendors_Create-Quote-In-COMMBUYS_2017-01-20
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Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

] Step 8: Reviewing System Messages
Quote Validation Ervers
' Tarmm & CuN3n0m 1 10t achnowredis 1. Once you click Save & Continue the
Quote Vatidstion Warnings page will refresh itself and display two
n e st system messages and a Quote
Number.
Quote QT-1080-05D07-0SD07-15710 - ABC Company, LLC
Genarsl  feme  Quesbors  Swecontramors  Motes  Tems&Condions  Attxhmenss  Smmary  Back to Bid 2. The following messages will be
displayed:
Quote ¢ QT 1080050070800 715710 B w 801710280 05007-05007-8455
Crganaation Operancnal Sarvwces Dmsion e Ared error message that reads:
Status ¥ progress Destpnon” e oy I Ml Serveis and Py Terms and Conditions iS nOt
o ' acknowledged. To resolve this, click
e O " Per - { bl .
S LRl on the Terms & Conditions tab to
15 "No Bu* O Adternate Bid O accept the '[el’mS

e A vyellow warning that reads: Your
guote has not been submitted.
There is no further action required to
resolve this. This is an informational
message.

3. Click on the Items tab to continue
creating your quote.
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OPERATIONAL SERVICES DIVISION

Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

Genecal  Mems  Quemons  Suscorirecors  Netes  Terms&Conomons  Ananments  Sumvay  BacktoB8id

e Step 9: Attaching Price Sheet or Entering
Unit Cost

Sortby Column:  Print Sequence Sort Descending Go

1. (a) Attach a price sheet:
Item  Pret Quemions  Dex¢nption
* Sennice- B Qusncty UOM  UnzCost  Decount®  TaxRate Fregw Eizences NoBd Mo See Quote

‘ moure ol e Select the “See Quote
A i e e R R N e v e e Attachment(s)” box for the goods or
—- & e e B B8 services you wish to bid on. This
ecnpson enables you to upload the price sheet
3 30 No  (82-12-17-00-0080) Copying Services - (recycled) Instruxtions: Please sale<t “See Quote Amachmens(sy” and fipioad the on the AttaChmentS tab

price sheet on the A_ View Detall
10 5000 0.0% None $0.00 $0.00 v OR

Anernate

Descrpson 1. (b) Enter the Unit Cost:

i i Input your quote information (e.g. Unit
Cost, Discount, Freight) for the goods
or services you wish to bid on.

© Discount only quotes indicate discount Amount off of kst Catalog price
Save & Continue

Copyrignt © 2017 Perscope Holdings, Inc. - All Rights Rezerved

2. To view additional details about an
item, click on the blue hyperlinked Item

e Quewions  Lutcostractors  Notes  Termi b Condiwions  Amachmerss  Summary Back to Bl #

Sorty Cojumn: Primsequence v [ sonDwcenang | GO 3. Once all information has been
completed on the Items tab click Save
& Continue.

rem  Priee Questons  Dexcripoon

S e Quactty UOM UncComt  Dscourc  TexRate  Freg: Eenges No 8
1 10 No (82+12-15-00-0080) Printing Services - recycied) Instructions: Please select “See Quote Attachmentis)” and ullioad the
prce sheet on the . View Detall . .y
5 Wb woR e CRDEY W 4. Click on the Terms & Conditions tab.
Alternate
Descrippon

» _— | Note: By default the No Bid box will be
3 30 No :.}:::::m;(c&y;:’z::xﬁe—.-hec,-:teonmuuuon; Please select “See Quote Attachment(s)” and Ullioad the Checked Off When the “See Quote
e SR AT R Attachment(s)” option is activated; the No
Peckin Charge and Unit Cost selections are inactive
Quote Response Tota 3000 and the price details must be uploaded on the
Attachments tab.

@ Discount onty quotes Ingicate discount amount off of fist catalag price.

- If the “See Quote Attachment(s)” option is
i i not activated you can enter a Unit Cost or
select the No Charge box.

e Quem . Woter  Tewws & Cone P »y Back ta B

m“ By leaving a checkmark in the No Bid box you
are indicating that you are not submitting a
guote for the item.

)
3 30 ~o 1212170000001 Copyng Sanvices « Irecytied) Instnucoons: Pleate enter T Unt Cont
10 345500
. 7 ¢

Quote Response Tots 345300

© Oucount only quotes INGKCAte GECOUNE SMount Off of kit CIZAOg Price
Save & Continue

pe Marg AR Rgnes Reserved
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OPERATIONAL SERVICES DIVISION
Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

l Quete vandavan Frron Step 10: Accepting Terms & Conditions
B i s poma movmin. 1. Click the radio button next to Yes to
e accept the Terms & Conditions.
Quote QT-1080-0SD07-05D07-15710 - ABC Company, LLC 2. Click Save & Continue.
Gesaral  Nems Quasteors Subcommracyors Notes  Termes 8 Conditions  Amachmerts Sutrematy Back to Bld 3 CI|Ck on the Attachments tab
. —— D Note: Any files uploaded to the bid by the
Fie Narne Descripae buyer (such as the RFR) can also be found
&) szandard Contract form () © A Terms ane Conitins 12567 pytes in the Terms & Conditions tab.
& Request for Respanse (RER) () S040NUIL00S snd ey for B 12574 bytes

& Business Refarence Form [} Frovide atieast 3 recent iwim 12 months) customers coseactnfo 12574 bytes

Do you accept the terms & condmons of the tuc?

Yes wth excepuons ' No
ou a0 !mry accept the terma & condmans, pleass note the excepoons below

Sdve & Contmnus
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Job Aid:

Create a Quote in COMMBUYS

Screenshot Directions

Quate Veligation Warrings

Quote QT-1080-0SD07-05D07-15710 - ABC Company, LLC

ey ) (A reide SO AL [ Terrmm & Condoem Artmctanants Sy Back 1o Bid

. Mackmg an sem "Confutential wil ervsare the doCUmENT & ONdy Seen By reevant personmel and il nut be daptaped putincty.

Files

© Cvor Add File 1o 252 e attachments

Ne Fie Atsechmenes

Add Tyl

Cogyrgm © J0% Penacops holdnge mc - Al ignn Sesmrved

Add File
. Neme is the daplay name for tre Sle that Wil appear shiere sttachment repostony fles are Guplayed it can be dMerent from the

NAME 0N Seh 20 L3N CONEAN FPNANUMENE (HaracTers, SHACES, and SO0 (a0 E W 10 3 Manbmerm angn af 200

. Marking dn e “Coofidental™ wil oo the SOCUMNE 5 cnly saen Dy rifevant personese! and will ot De S playwd putdicly

Nama'
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Fim" CMersyveoremy Desktogruots Docum  Movwss

Locatsan D00 20006
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-
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|
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S
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Step 11: Attaching Documents to Quote

1.

2.

Click on Add File.

Click on Browse to locate the file you
wish to upload.

Once the correct file is located, click
Open to return to the Add File page.

By default, the file’s name is populated
into the Name field. This can be edited
to reflect the file name to display when
the file is posted. The Name field is
limited to 200 characters and can
contain alphanumeric characters,
spaces, and special characters.

The Description field is optional and it
allows you to briefly describe the
attached file.

Check off the Confidential box to
designate an attachment as
confidential.

Mark only those documents that
contain confidential information not
subject to the Massachusetts Public
Records Law (e.g., those containing
your Tax ID, bank account information,
etc.) as confidential.

Once you are done naming and
describing your file, click Save & Exit
to return to the Attachments tab.

Note: Each document must be added one at a
time. To add additional attachments repeat the
actions 1-6 within this step.

JA_Vendors_Create-Quote-In-COMMBUYS_2017-01-20
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Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

mate vaiduiue arragr

Quote QT-1080-0SD07.OSDO7-15710 - ABC Caompany, LLC

— - — Mt T A s Ahateeetiill iy R 1o

© Varkong an mwn "Clrrh e wil erivere 1 CUEmTIT 7 Sy S Ly AT e Aed wel st L (it jadasy
Files

o S ——— ~ e

Bustnnss Retaires Farm wwe Sata LB Pt of ey et e s e

Dot Thamt (Vi denastel Smawmt e by ey e N o

S0 Plas Tarn T dece Taew detaih) | Oue

[- S A Cortruw I At he

Homde: (ala rmaian

P T " 1 ———— [y

@ Are you sure you want to submit this quote?

Step 12: Removing Attachments
1. Check the box in the Delete column
next to the file you wish to remove.

2. Click Save & Continue to remove the
file from the attachment list.

3. Click the Summary tab to review your
quote information.

Step 13: Reviewing and Submitting Quotes

1. Review the quote information
displayed on the Summary tab, and
edit as needed by clicking on the tab

S e : :
s it ey IR that requires updating.
oty A e - ey Terws
g T T Ve T et -
ey - - . o 2. If no updates are required, click the
oy e L ety Submit Quote button at the bottom of
wtvwerts the page.
gy e
—— —— ey

e T Qe Cavmw Ouiare

- Step 14: Confirming Quote Submission

Message from webpage n 1. Click OK on the popup message

window to proceed with submitting
your quote.

JA_Vendors_Create-Quote-In-COMMBUYS_2017-01-20
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Screenshot Directions

Quote QT-1080-05D07-05007-15710  ABC Company, LLC Step 15: Withdrawing Quotes After
Submission

Corrw wer e -2 fooes  Terma A Cinttemes  Ammtyrweslll  Seseenety Bock to B

1. The Summary tab redisplays with an
updated status for the quote of

Header Information SU bmltted

- e — S Sp——

Qrgenization e

S s o s Slwgiuy 8 e 2. From the Summa_lry tab of the

e ring st snipping Tarms quote, you can withdraw the quote
Fraight Terme: Ship Vie Terms: Sayment Term: at any time before the Bid

Promised Dats info Cantact: Quete Total mu

Opening Date or before the quote
Dot Last Updated:  #9i53110 540 54 Vser Lant Upsaces: O is viewed by the buyer.

Vendor accapts the tarms & conaions with no exceptions.

For more information on

s withdrawing quotes, please read
:2::.. the Withdraw, Reopen, and
Vendor Mets et sttprabiv Resubmit a Quote in

I1tam Information COMMBUYS JOb aid.

Print Seguence # 1.9 (R3-12 - 13 Printing Services

Quavry N ot Cone Decoamt Tor Ren Fragm Catemen Aot s s Na Cuge
12 A L TF) 0% 0% nm ms e No
Prum Winaaw Quoms
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